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Employee State Time & Attendance Reporting

Delegating Roles

1. To Delegate a role

Under Manage Delegations

Select Settings > Manager Delegations
Click Delegate Authority

The Enter Search Criteria window displays; perform a search for one or more assignment
groups. You can enter a character string and/or the wildcard character (*) to retrieve a
list of groups matching the characters you enter. Then click Search

Enter Search Criteria

Group Description:

Cancel Search

You may use * as a wildcard. For instance,
ab* would match abc or abbey.
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Job Aid

The Choose Delegate Options window displays listing the assignment groups matching
your search, along with the roles granted for each group.
For each assignment group being delegated, choose your delegation options.

e In the Assignment Group column, select the checkbox next to the assignment
group name.

e Inthe Your Role column, use the drop-down menu to select the roles to be
delegated for the assignment group.

¢ In the Effective Date and End Effective Date columns, enter the dates during
which the assignment group roles will be delegated.

e Place a checkmark in the checkbox of the Allow Re-delegation column to enable
the delegation recipient to delegate the assignment group to another user.

Choose Delegate Options

Assignment Group Your Role Effective Date End Effective Date Allow Re-delegation

Abbdotf's Employees (9)

Adminestrator (7)

Al Advanced Scheduler (440)

All Bus Drivers (7)

All Custodians (8)

All Food Senvice (8

All Substiutes (8)

All Teachers (7)

Alired's Employees (5)
AlvareZ’s Employees (10
Amnur's Employees (40)

Austn's Employees (10)

Babd's Employees (5
Banks's Employees (10)

|
|
|
|
Bames's Employees (6) | | \

After choosing all your delegation options, click Next to display the Search for
Delegation Recipients window for selecting the user who will be delegated that
assignment group.

Search for Delegation
Recipients

User I

First Name:

Last Name:

Cancel Search

Max Results: 100

You may use * a5 & wildcard, For insfance,
ab*would mstch ebc or abbey:
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In the search window, enter your search criteria. You can also use a character string
and/or the wildcard character (*) to retrieve a list of users matching the characters you
enter. If you are including a wildcard, use the Max Results field to limit the number of
displayed records.

Salact

Mame User ID
ADMIN
Abbolt, Dewey ABBOTT
Anams, Jessica ADAMS
ALLRED
ALVAREZ
ANDERSON
ARCHER
ARTHUR
ALISTIN
BABB
BANKS
BARLOW
BARNES
Bart Luz BARR
Benned Jodi BENMNETT
Bishop. Miles. BIZHOP
Bower, Seima BOWER
Bradford. Joann EBRADFORD
BROWN

BURGER
SBAIT. YU My view more by

Salact

6. Click Search.
A window display with the results of the search.
From the list, select a user. You may only select one user.
Click Search. A confirmation message displays to indicate a successful delegation.

If any delegations fail, a status message displays listing the unsuccessful delegations and
why the attempt failed. For example, a delegation could fail because the assignment
group is currently delegated to the selected user.

For more information, please see the Employee Self-Service Assistance website:
http://www.employeeselfservice.omb.delaware.gov/ > Services > eSTAR
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